APPLICATION FOR RECORDS RETENTION SCHEDULE DEFARTHENT OF ARCIHIVES AND RISTORY

ax ) RECDRDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Mgnagement Division, 33¢ Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section, : :

FOR AGENCY USE 1. Agency Address ’ o : : ‘ FOR RECORDS MANAGEMENT USE o
Application Date ‘ Georgia Department of Education Appllcatlo Number
Regional Education Services Division é a ? a
Application Number T St?te Offé;:e B‘:lilgigg:al o ' Date Recewed Date Completed
_ L Atlanta, orgia 0 mPR 2 2 1984 l ‘MAY 1 1981
2. Person to Contact Working Title "~ Telephone Numher |
Walker L. Baumgardner Records Management Offlcer Department of Educatlon 656-2 435
3. Action Requested ~ STATE-WIDE COMMON SCHEDULES FOR CESA | ]

a. [ Establish Retention Schedulé™record will continue to accumuiate. — e
b. O Dispose of present accumulation; no further accumulation antlmpated

| _¢. .0 Amend Application No. _ Check One: [J Change; l'_'ll Supercede; O Void
4. Dates of Series 5. Records Series Title (followed by title used in ofﬁce if different}
Earliest . Latest
1973 | Present .Special Edu;ati_on Student File
6. Division a:}d Office Function What is thg function of the Division and the Office in which this record series is created?

Sixteen (16) CESAs operate State-wide under the Adequate Program for Education Act in Georgia (Georgia

Code 32-628a): Each CESA, covering multiple counties, is responsible for providing coordination and
consultative services to local school systems in curriculum development, special education, pupil persornel,
staff development, and career and vocational education; also, each CESA provides technical assistance

of shared educational services and personnel among local school systems to improve effectiveness of
educational services, benefits and opportunities to students and to improve effectiveness of educational
programs of member systems.

7. Record Series Description This file contains the followmg documents (mclude form numbers and titles, if any)
Attach samples of the file.

D ts relating to: '
ocuments relating to Testing, placement and spe‘c_:ial education for handicapped children.

4.

Included are:
. Parental Consent

Referral for Special Educatlon
Testing Results

File is arranged: ' S
. Alphabetmally by name and year - ;-:‘.

A N {‘_
- — ' - ) . ‘1 .
8. Monthly Reference Rate How often are records referred to which are: .
Dne to six months old frequent Seven to twelve months old _fﬁgue_ Thirteen to twenty-four months old j&@bﬂ.;

- “twenty-five months and older jf:l%_? o
9 Annual Rate of Accumulation of Records

VLetter-mze drawers % ;legalsizedrawers ... . _;Shelves __ ___ _;Other (specify)

AR-50-71; Rev. 786 ’ {Over)




YES | NO | 10, Questionnaire  (Place an “X"' in the proper column) , , B _
a. Is this the official copy of the series? '
X if not, where_s it? ) I
X b. Does the series contain conﬁdentlal mformation requmng secuntv handlmg? If yes qte law or regulation.
X c. is this a vital record? o o
X | d. Does this series have historical or Iong term research value?
X €. When one or two documents in the file make it necessary to, keep the entire file for a long penod could these
|| | documents be scheduled separately? _ —
1 X __J_Jj_tiln_grmajlqn contained t&lhls_w_mismr_wl_al_lihed? If yes, attach copy.
X q. Is the mformahon contained in this series ever analyzed and/or recorded in a summarized report?
| _ | Jf yes, attachcopy. . = __ 00 ——
X . Is there a duplication of this series in vour office, or in another offnce or agency?
_If ves, where? System Superintendent's Office e
I . 4 J__lsmsgnes for a major portion of it) regularly microfilmed? . .
I H. S S Does the record series result in a computer printout?
1. Retentlon Requirements The following requires the series to be kept:
a. State Law — See Below ___years. d. Audit period years.
b. Statute of limitation years. e. Administrative need ___See Below .years,
c. Federlal law - . _years. . Federal retention instructions See Below 'years.

Attach copy or excert of laws or regulations. Explain administrative need.

PL 94—142 and PL 39-380; State Department of Education Rules and Regulations

i

TZ.WApp‘roved Disposition Instructions ~ This agency recomﬁiénds that the file series be cut off at the end of each:
o I:I Calendar Year {J Fiscal Year KX Other _as. no. lQnge:r;needed_

"_then,

O Hold in the current files area _ I _.month(s) year(s); then '
O Transfer to local holding area; hold __________year({s}. then
1 Transfer to State Records Center; hold - ....year(s); then

A Destroy.
O Transfer to State Archives for permanent retention. .
Other (Specify) -

File i8S maintained in current files area until information collected is no ionger needed to provide
educational services to the child, then destroy.

Coordination: __%Z &ég"jf -

M. E. Aiken, Jr.
Director, Regional Education Services Division

These instructions apply to all prior and future accumulations of the series.

ﬂ . —— . _ o .
Date , - Béﬁords Management Offiger (Signature) ___Date
_. - e 2 DN T )
DaV1d A. lariscy ' / Jql}n &ht?ﬁ?wrds Committeas (Signature) Date |

Recommendations i

graph 12 are appfoved. State Auditor/Designee S | { Y Kt E /
{If disapproved, attach letter w "" = . '

of explanation.) Secretarga tate/Desngnee ) W M 17{ Zg ’_3 rl
Attorney General/Designee // L 6/ / /A 1 ﬂ \‘ / ?/

AR—-50-71;, Rev. 76 (Roveru Side)




